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STATNTL N Enter, 20 July 19%0

25X1 Acting Chief, §
Typewriter Repalir Procddure

1., Service o typewriting mechines within the Agency, which is
the primery function of the STATINTL
STATINTL | will be periormed In Bccordance with the following
procedure, The tions of this Unit will be divided into two
categories, namely, Service Calls and Shop Work,

Service £331s: Service cells will be mmde upon recelpt of
all requests (telephonic or requisition) to determine the extent of
repalrs required. Such ection, which will be completed in a period
of 16 hours, is intended to provide a more expeditious semfice on
minor repeirs, conserve irangportation facilities and manpower in
transporting wechines to the Typswriter Repair Shop for mircr repalrs
and o eliminate the issuance of replacemsnt machines,

a. The Assistent Supervisor,| | STATINTL
STATINTL 11l perform service calls, whereas the Supervisor will
rouain in the shop in order that ample supervision may be
afforded in the shop, In the absence of the Assistant Super-
STATINTL visor, ; epairzen will

STATINTL 1

b, Telephonic requests for service calls will be imme-
diately recorded on Form No, 36=21, Request for Plckup and
Delivery, Mope detailed informmtion concerming the use of
this form will be provided under pearagraph 3 below.

¢, FPrior spprovel will be required sn all requesis go-

ceived on Form No. 36-7, Request for Supplies, Equipment o
the Chief or Assistant chier,ﬁ

STATINTL

STATINTL
STATINTL

d, Service calls will mot exceed more than one half hour
per machine and will be made only for minor repaires., In the
event 1t is determined that more extensive work such as over-
hauling or cleaning is required, the repairmsn will inform the
using activity at that time to submit & requisitiom for the

g ument Ka. _}37 subtprd

25X1




25X1

STATINTL
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work to be performed, if ped, to the Chief, 25X1ABA
[ If the using :
office 1s of » high priority level and the work is reguosted

immediately, prior of the Chief or Aseistent Chief,

will be obiained before exceeding
T or proceeding with mjor repairs in the using

office,
3. L0 D or Ueliyeryi ?Om
. 3621, t for sly referred to in

2, will be prepsred in duplicate and will be used as & basis

paregraph
for all service calls in accordance with the following:

8, Upom receipt of a reguest, verdal or written, either
the time of the telephonic request or the time entered on the
reverse slde of the roquisition by the time and dete steasp in
the Office of the Chief, will be noted mmder SPECIAL INSTRUCTIONS.

b. The repairmen making the csll will retain the originsl
copy of Form No, 36-21 while & duplicate will remmin iz the Type~
writer Repair Shop for imformetional purposss &S to where the
mmmm@mrkismmmasmmemtafw

) 68,

c¢. The repairmsn saking the calls will record the time
required for the repairs to esch machine In the space allotted
for time ou Form Bo. 36-21,

d. Upon completion of ibe work, the repairmen will obtain
e signature of the person for whom the work has been porformed
in the space allotted for RECEIVING OFFICIAL,

¢.  The repalrmen making the service cell will, in turm,
eign his pamo in the space allotted for DRIVER or FOEEMAN, and
he will, in turn, note any comments or findings on the roverse
gide of Form Fo, 36~21,

4. Gpop Work: Shop work will be performed in asccordasnce with the

following:

&, All machines will bo examined on service calls priar
%o being transported to the shop for repairs,

b, Shop work will includc all work which camot be per-
forped within the limitations cstablished for service calls as
prescribed sbove,
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¢. All shop work will be performed under the Supervihs;zn
of m m'm 3 g |.nd &
absence, the Assistant Supervisor. ? STATINTL

d, Sbop work will be parformed upon receipt of Form Ho,
367, Bequest for Supplies, Equipment or Services, prepared in
sriplicete, from the requesting office which has been approved

% -oither the Chief or Assisiant Chief,| | STATINTL

e, Upon effecting pickup of the unserviceable machine,
two copies of Form No. 36-7 will be sismped “Unserviceable
sachine, serial Mo, , pleked up for repairs by Typewriier
Repalr Shop ) ", and eigned by the repairman.

fme copy will be furnished the custodism of the machine, snd

one sopy will be directed to the appropriaic accountable officer.
Upon delivery of the repaired machine, the recipient will sign
the crfm_&m&._m%be mintained in the files

f. Machines to be broughit into the shop will be plicked up
and delivered in accordance with current delivery séhedules,

v: In the event 8 repeirman finds s

schine, im'the process of making & servige call or working in the shop,
which has & broken frame or other sovere dammges which are questiomsble
as to whethor the ceuse of the dapmpges were falr wear and tear, said

8. If such dameges are noted in the office on service
calls, machines will not be brought imtc the shop until writtem
cleapence is indiceted by the Audit Group on the origimel copy
of FQm Ho. 36"7' ‘

nge!‘he following informetiion will be submiiied in

6o
s ponthly report from | to the Chief, STATINTL
{ on the 28%th of each month,

8. Bumber of requisitioms received during month.
b, Nusber of requisitions completed during month,
e, Fumber of requisitioms on hand.

d. Owerhaul sud shop work,

¢, BService cells.

f. Total number of mechines repalired.
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g Estimtod dollar value of ell work.
h, Individual work production for each employes.

{1) In order to provide accurets informetion
for thils repori, each repairman will meintain an
ipdividual Yook indicating each day in the ronth snd
the serial numbers of the mmchines worked on that
day, snd vhother the ropeir was shop work or service

7. Any suggested revisions to the procedure prescribed above will
be directed to this office for conmideration and I'insl approval.

25X1A9A

25X1A9A
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